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Classification Specification
	

	
	5314300

	
	PERMIT REVIEW COORDINATOR - SENIOR



Class Summary

The responsibilities of this position include performing comprehensive technical work involving code and ordinance interpretation and the resolution of issues related to all permit types.  
Distinguishing Characteristics
This is the third level of a three-level classification series.  Incumbents serve as a resource to resolve complex technical problems related to all types of permits.  Incumbents in this classification also provide training, work assignment and performance monitoring of Permit Technicians, Permit Review Coordinators and Land Use Coordinators and perform limited supervisory functions in the supervisor's absence. 

Examples of Duties (May vary by position)

1. Intake and process all types of land use and building permit applications as needed.  Provide walk-in coverage to permit applicants and the general public regarding the permitting process and land use codes.

2. Resolve problems and conflicts between permit applicants and staff regarding the requirements and interpretation of a variety of permits relative to building codes, zoning requirements and other pertinent laws and ordinances.

3. Coordinate permitting activity with other County sections and departments.  Research and evaluate the permit process as it relates to other work groups and determine appropriate solutions to problems.

4. Determine work assignments for permit staff.  Monitor and adjust appointment schedules to meet the business needs of the Permit Services Center.

5. Respond to inquiries and correspondence.  Develop forms, informational resources and procedures to convey and obtain information and explain regulations and requirements.

6. Assess training needs and provide individual and group training to permit staff.  Obtain and coordinate training resources.

7. Monitor the performance of Permit Technicians, Permit Review Coordinators and Land Use Coordinators and provide input to the Building Services Supervisor.  Assist supervisor in the determination of performance standards.  Advise staff regarding office workload and procedure changes. 

8. Act as the Building Services Supervisor in the supervisor's absence.  In this capacity, serve as primary contact to the public and internal staff.  Determine best use of staff resources to accomplish work.
9. Perform other duties as assigned.

Knowledge/Skill Requirements (May vary by position)

Thorough knowledge of various land use codes and building ordinances as they pertain to King County permit issuance procedures 

Thorough knowledge of permit types and application requirements

Knowledge of the permit review process for land use and building construction

Knowledge of engineering, planning and construction principles and practices

Knowledge of office procedures and practices

Skill in reading and interpreting complex legal descriptions and site plan requirements

Skill in researching technical permitting issues

Skill in planning, directing, coordinating and evaluating the work of subordinate employees

Skill in effective oral and written communication, including conflict resolution

Skill in assessing training needs and providing or arranging individual and group training

Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Permit Technician, Permit Review Coordinator and Permit Review Coordinator Senior
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